
I. 	 Using the Worklist to open a document

	 Approvers do not need to use the email link to open and approve a travel 
document in TREX. They can sign into TREX and click on the Worklist 
link at the top of the TREX page.

	 After clicking on Worklist, TREX displays the complete list of documents 
currently awaiting approval by the approver.

	

	
	 To open a specific document from the list in your worklist, click on the 

document’s blue link. TREX displays the document.

	

	 If the approver knows he or she will be on vacation or unavailable, he/
she must notify the staff of this event in order to avoid documents sitting 
in his/her queue waiting for approval.

Approving a Travel Authorization or Expense Report

Approving Foreign Travel Authorizations and Expense Reports

1.	 In TREX, FOREIGN Travel Authorizations are routed to a specific Division 
Director or Division Director designee for approval.

2.	 All Expense Reports are routed to an approver who has SAS authority to 
approve expenses for the primary project selected in the Authorization or 
Expense Report.

3.	 When FOREIGN Authorizations or Expense Reports are submitted for  
approval in TREX, an email is automatically sent to the approver.

4.	 To approve an Authorization or Expense Report, an approver has two 
choices:

		  •  Use the Worklist link at the top of your TREX page to open the 
	     	     Authorization or Expense Report.
		  •  Use the link inside the email received to open the document to be 
	     	     approved.

II.	 Using the email link to open a document

     When Foreign Authorizations and Expense Reports are submitted in 
TREX, an email like the one below is sent to the approver.

	 When the approver clicks on the blue email link, the TREX login page will 
display. The approver can log in using his/her LDAP user ID and pass-
word. 

 
III. Approving a document. The approver has the option to approve the 

document or to send it back for revision if any information is incorrect.

	

	
 	 If you are approving the document, you have the option to enter any 
	 pertinent comments.

	

Note: Remember to confirm the approval by clicking the OK button.
	
	
	 If you are sending the document back for revision, you are required to 

enter your comments and instructions in the Comment box.
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